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Agenda

1 Why Distance Education?
 Live Online Training

] Self Paced Training

J Your Feedback Appreciated
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Training on my desktop?

Schools told us they needed more
Training from ED, closer to home and
more convenient to attend.

We listened



Orlando, Florida
...............

Why Distance Education?

dReduces travel costs
dReduces time away from the office

dFlexible scheduling - You can attend
any session at time that fits for you

dProvides Hands-on instruction using
ED products with a live ED trainer



Orlando, Florida
...............

Why Distance Education?

d Free classes
d Easy to register, change, manage
a Safe for your computer

ad Won'’t corrupt your production
database

Q Excellent for New Staff Training



Distance Education
Available from ED

d Two Types

— Live Online Training
 FAA Access
- EDEXxpress Pell and Direct Loan processing
* Quality Assurance Software Training
 And More

— Self Paced
 FSA Coach
- EDEXxpress Basics
« COD Web Based Training
 And More
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Live Online
Training
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Live Online Training

a Live training uses:
- Your computer linked to the Internet
- Your telephone on a conference call
- Real Live Trainer

 All Participants and Trainers are seeing
and hearing the same things
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Live Online Training

 Software is now Live Meeting, rather
than Webex

J No more than 15 people in a class

d Opportunity for attention to your
issues



Orlando, Florida
...............

Registering for Live Online
Training

1. Open Go to the Schools Portal:
FSA4Schools/Training/Live Online Training

2. Choose the session that fits your
schedule

3. Click on Register

4. Fill in your name, email address, and
telephone

10
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Training for, Financial Aid Professionals - Microsoft Internet Explorer,
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Training Training Home Schools Portal Help/ Fesdback  Privecy
Training for New Financial Aid
Professionals:
Welcome ta TFAP!
Training for Financial Aid Professionals {T-FAP) replaces the F2A University website; use it to find a complete list of
current and future training activities and learning resources provided by the Federal 2tudent Aid programs.
Training on Specific Functions To help you choose training that's tailored to vour needs, we've identified the experience level and functional role appropriate
for each series. If vou're in the first two vears on the job (or just want a "refresher"), see our listings for Mew Financial Aid
Professionals. If wou need training on a specific financial aid system or in a specialized area of financial aid administration,
check out courses in Training for Specific Functions.
Going to training at one of our regional offices? Check our directions and other helpful information for F2& Regional Training
Facilities.
L;\./e OInI;n.e Trair;i.n.g.
e ' s+ ANNouncements «se
Coping o 3 location near you!
Conferences Electronic Application Processing Training
_ — Soring 2004
Find out about new tools, functionality, and changes that will help wvou manage application data at your institution.
Electronic Application Processing Training is a one-day course for financial aid staff with dav-to-dav responsibilities
in processing and managing student applications. _—
Pell Grant and Direct Loans
Soring 2004
Training for Pell Grant Processing and Direct Loans for 2oo4-2o005 will be offered exclusively using WebEx
technology.
R2T4, Analyzing Data, and Conflicting Information (RAC)
Fall 2004
Ajmed at experienced financial aid administrators, this one-day training will use a combination of case studies,
group exercises, and lecture to present updated infortnation on these kesw topics. ﬂ
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Live Online Training

Ev downloading Webex software and running it on vour PC, vou can view live training on a variety of topics
including EDExpress and Direct Loan tools. Users will be able to interact with the instructors and classmates wia
telephone conference and electronic messages, EDExpress Pell and Direct Loan training for
intermediatefadvanced users will be provided solely through the Webex classroorm this year. New sessions are
being added, please check the link below for a complete listing of classes or contact vour client account manager
to schedule a personalized session Classroom size is limited to ten participants per WebEx session.

Recormmended for financial aid office professionals who have day-to-day responsibiliies for using EDExpress

FISAP Web-based Training

Go to Web Site —

Belf-paced training on the Webh! Explains how to complete the annual Fiscal Operations Report and
Application to Participate (FISAP) for campus-based program funds. Also covers what to watch for, how to
determine appropriate finding requests, how tao fill out and submit the FISAP on the Weh, and what happens
after it is submitted.

Recormmended for fnanctal aid professionals responsible for cormpleting the FISAL.

=
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Fiscal Management:
Title IV Cash Management Life Cycle [1 Day]

This waorkshop was given in 2oo03. It offers a chance for financial aid administrators and business officers to
learn to optimize cash management for the Federal Student Aid funds. Learn how to disburse funds to students
and return unsubstantiated cash in a timely manner, reconcile funds on a monthly and annual basis, and
identifiy and correct missing batches, unbooked loans, duplicate draws, and discrepancies. Get a better
understanding of Commaon Origination and Disbursement and how it interacts with other svstems, e.g., GAFPE,
SAIG, EDExpress, etc.

& Internet




™% Your Training Registration has been accepted! - Message (Rich Texk) - |5’ |5|

JEiIe Edit Yiew Insert Format Tools Actions Help

| 25ed & 0 2B (B0 (BS| ! 3| v Jomons. |2 .|| couertew -l -|A|B I U|EE=EEE,
To,.. ||FAAE§angschDDLcow
ce. |
Subject: I‘."u:uur Training Registration has been accepted!
Dear School Person, ;'

Below is log in information for our training session on FAL Aecess to CPS On-line for Wednesday the 13th at 10:30 AM P3T.
If wou have any dquestions, please feel free to contact me.
Best Regards,

Mark
415-555-4204

Meeting URL: http://www.placeware.comrm lmsales/ present ?id=nmmnif3 10050&8pw=435412
Meseting Title: FALL Accoess
hAudio Information: S866-500-6738 pass code: TO5SS55

If wou cannot click the meeting link abowve, or it does not work, please do the following:
Browse to: http://vwww.placewvare.com/rm lmsales/present
Type ywour nate
Type the Meeting ID as: FAL Acocess
Type the Password as: 435412




Orlando, Florida
aaaaaaaaaaaaaaa

No Reminders

 Live Meeting doesn’t send automatic
reminders on the day of the meeting.

] Use your calendar to create an
automatic reminder.

 Cut and paste your invitation into the
Appointment box to have all your needed
links in one place.

15
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On the Day and Time of
Your Session...

1. Open the email invitation

2. Click on the first link

3. Enter your name on the Join Meeting
page

4. Meeting ID and password are pre-filled
5. Click Submit

16
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Joining the session

Click the meeting
link to attend
the meeting.

You have been invited to attend a Microsoft Office Live Meeting

At the time of the mestmg, click on the following nk to attend.
hittp e placeware ooyt oinMd=EMFL S & role=attenddpu=HARCEL

Zhabject: Employree Training,

Whet Saturday, Maow 15, 2003 700 AN (PET)

Scheduled to Ocow: Once

Dnaration: 1 How

Audio Informationy 55350187

Click to add to sow Outlook calefidat:

bt e plac eware. comd rofine etin gICE M d=EMP 1238y ole= attendSmpw—HAKC S &i=i i

Altarnate Adtend [nstuctons:
(o to: hitp e Jenser placewrare comdo ool
Four Mame: (enter your name)
Megting 0 EMP1Z3
W eetitiz Pasaurard: HACER

17



=121 x|

Microsoft Office Live Meeting - Present - Microsoft Internet Explorer

File Edit Miew Favorites Tools  Help

dm Back -~ mp - @ A | @Search [3e] Favorites @Media ®| %v ==
~| @ao |Links =

Address Iﬁil hktp: w200, placeware, comfrm)imsales presentFid=nmunif 31 00S0&pw=435412

G(’JDS]E‘-' j| %Search Web - | @ | @63 blocked  E| AutoFil | EOptiDns y

Cn MI:-I‘CISSIP‘L‘I:IITIC'_‘ z
a Live Meeting
support  help

L]
A Placeians Senion
Lodgin

+ Ny Horme
JGIN MEETING

Meet

> Do Type your name Click

Submit

Join meeting fram My Home Page

View
Your Name: [

*+ Hecordings
Meeting ID: [nmunif310050

Password (if required):

I

By using the Microsoft Office Live Meeting service wou agree that at any time during this meeting any presenter may
initiate the recording function, which will result in your conwversation and communications being recorded and logged by

Flaceiiare, If vou do not agree to recarding, please exit Microsoft Office Live Meeting.

- Microsoft Privacy Statement

-l

Terms of Use All information submitted will be subject to the Placeifare

iﬂﬁtartl“ 7] & & ”J (o) Inbos: - ... | (8| Microsaft .| BdYour Trai...

@Micrusuft | ETraining 0. | I@Micrusuf... |%ﬁ E) @(FJEJ’& 1:45 PM
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Second option to join

1. If the first link isn’t active, use the
second or third link from the
invitation.

2. Enter the your name and the

password/ meeting ID given in the
invitation.

19
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Second option to join

If the previous link is
not active, enter

one of these URLs in
your browser address
box.

You have been invited to attend a Microsoft Office Live Meeting

At the time of the mestmg, click on the following nk to attend.

hittp e placeware ooyt oinMd=EMFL S & role=attenddpu=HARCEL

Zhabject: Employree Training,

Whet Saturday, Maow 15, 2003 700 AN (PET)

Scheduled to Ocow: Once

Dnaration: 1 How

Audio Informationy 55350187

Click to add to sow Outlook calefidat:

bt wnere plac eware. comd rolfine etin gICE Y d=ELP 123 Exr 0l

tetdfmpnw—HAECEE =10

Altarnate Adtend [nstuctons:
(o to: hitp e Jenser placewrare comdo ool
Four Mame: (enter your name)
Megting 0 EMP1Z3
W eetitiz Pasaurard: HACER

20



Complete to join

Type your name,
meeting ID, &
password

JOIN MEETING

Your Hame: |

Meating ID: |

Fasswrd i reguired). |

Join maeling from My Home P egs

21
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F;;st Time Considerations

1. You may be asked to choose a console
(format for training environment)

- Windows ActiveX

- - Console used by some virus builders
- - Offers wide range of graphic capabilities

- Java
- - Less likely to be a vehicle for viruses
- - Offers reduced range of graphic
capabilities

22
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F;;st Time Considerations

2. Talk with your technical advisor
regarding which console to choose

3. Click Enter Meeting

Enter Meeting

23
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F;;st Time Considerations

d If your computer satisfies all readiness
requirements, the console choice will
not appear.

 Instead the meeting console
immediately appears.

24
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A{;notation Features

] Draw
] Write

d Highlight

J Add arrows
1 Erase

] Select font colors

25
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1. Select receiver

2. Type message
3. Click Send

26
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Self Paced
Training

27
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gmelf Paced Distance Education
Products from ED

d FISAP Computer Based Training (CBT) -
Fiscal Operations Report and Application
to Participate

] EDExpress Basics CBT — Tutorial of all

basic EDExpress modules (Global,
Application, Pell, Direct Loan, Packaging)

d FSA Coach CBT - Basic Policy training
- Now for Foreign Schools too!

(1 COD CBT- Hands-on for all functions of
CcOD

28
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Fiscal Operations Report and
Application to Participate (FISAP)

J How to complete the annual
FISAP for campus-based funds

J How to determine appropriate
funding requests

1 How to fill out and submit the
FISAP on the Web

J What happens after submission

29
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FISAP Web-based Training

Belf-paced training on the Webh! Explains how to complete the annual Fiscal Operations Report and
Application to Participate (FISAP) for campus-based program funds. Also covers what to watch for, how to
determine appropriate finding requests, how tao fill out and submit the FISAP on the Weh, and what happens
after it is submitted.

Reconuriended for financial aid professionals responsible for cormpleting the FIZAL,

Fiscal Management:
Title IV Cash Management Life Cycle [1 Day]

This waorkshop was given in 2oo03. It offers a chance for financial aid administrators and business officers to
learn to optimize cash management for the Federal Student Aid funds. Learn how to disburse funds to students
and return unsubstantiated cash in a timely manner, reconcile funds on a monthly and annual basis, and
identifiy and correct missing batches, unbooked loans, duplicate draws, and discrepancies. Get a better
understanding of Commaon Origination and Disbursement and how it interacts with other svstems, e.g., GAFPE,
SAIG, EDExpress, etc.

Resource: The Blue Book (PDF) is a comprehensive guide to accounting, recordkeepitng, and reporting
procedures in the Federal Student 2id Programs, tailored to the needs of the business office at vour school.

Agenda

=]
-

Training at FSA Conferences

Register Now

Hands-on computer training for FA4 Access o CEF and other specific functions are offered as a part of the
Electronic fccess Conferences Cheld in the fall) and the Spring Conference. These conferences also have general
and breakout sessions on program requirerments and how to use F24 Web sites and software. Go to the
Conferences registration Weh site for the agenda, schedule of sessiona, and other details.

=
-
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EDExpress Basics CBT

EDEXxpress and Edconnect

Select the module (Global, Application,
Pell, Direct Loan, Packaging)

Hands-on practice in a simulated
environment

Install EDExpress 9.1

Download additional EDExpress
Training software and data files

508-compliant version available

32



2 Training for Specific Functions - Microsoft Internet Explorer
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EDExpress Basics Computer-based Training
{Downloadable PC software)

Go to Web Site —

Belf-paced training that teaches basic skills required to access and navigate the EDExpress and EDconnect
software. & beginning user learns the functionality and practices using the software in a simulated
environment. This product is strongly recommended before attending EDExpress classroom training.
Recommended for financial aid office professionals who have day-to-day responsibilities for using EDExpress. &
gof-compliant wersion is also awvailable. Users of that product will need to have EDExpress 9.1 installed and
download additional EDExpress Training software and data files.

Recorwnnended for financial aid office professionals who have day-to-day responsibilities for using EDExpre

WehEx Training

By downloading Webex software and running it on vour PC, vou can view live training on a variety of topics
including EDExpress and Direct Loan tools. Users will be able to interact with the instructors and classmates via
telephone conference and electronic messages. EDExpress Pell and Direct Loan training for
intermediatefadvanced users will be provided solely through the Webex classroomn this vear. New sessions are
being added, please check the link below for a complete listing of classes or contact your client account manager
to schedule a personalized session Classroorn size is limnited to ten participants per WebEx session.

Recornnended for financial aid office professionals who have daw-to-day responsibilities for using EDExpress. -

=
-

FISAP Web-based Training

Go to Web Site —

Zelf-paced training on the Web! Explains how to complete the annual Fiscal Operations Report and
Application to Participate (FISAP) for cammpus-based program funds. Also covers what to watch for, how to
determine appropriate funding requests, how to fill out and submit the FISAP on the Weh, and what happens
after it iz submitted.

Recornwnended for financial aid professtonals responsible for completing the FISAP. ﬂ
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) Welcome to the EDExpress Basics Web-based Training - Microsoft Internet Explorer
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Schools Portal

The Schools Partal is
the gatewawr to all of the
FS& sites a school uses,

ﬂj Cone
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Welcome to the EDExpress Basics
Web-based Traming!

F3A's School Delivery Channel is proud to offer you this introduction to the functions of EDExpress.

Learner ID and Password

The course will askyou for a Learner ID and Passwaord. This login information is foryour personal use. The
course will track your progress and hookmark the last pade you visited when yvou exited. The next time you enter
the course, wou will be able to continue fram the page hookmarked. When youd create your User 1D and
Fasswaord, be aware that this is not & secure site, sovou should NOT use an 1D and Password that you use an
ather secure systems. This versiaon is not compatible with screen reader sofhiware.

Text Only Version

F5A's School Delivery Channel is also proud to offer a text only wversion of the EDExpress Basics Web-based
fraining with interactive software exercises. The text only version is compatible with screen reader sofhivare.

LogIn

Lze the links helow to select the appropriate cycle year and course type. Ifyvou reguire the assistance of 2
screen reader. please use the link to the Text Onlv Wersion.

ﬂ Inkernet
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F WA Coach

d Comprehensive, introductory course on
school requirements for administering the
Federal Student Aid programs

] 36 lessons can be completed individually

 Tailor the training to your specific needs.

1 Strongly recommended as pre-requisite
for "Fundamentals of Title IV" training

35
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FSA COACH for Foreign Schools

1 Requirements for administering FFEL loans
used by U.S. students at participating foreign
schools

1 2004-2005 award year

23 lessons can be completed individually

36



Training for New Financial Aid Professionals - Microsoft Internet Explorer,
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FEDERAL ¢ _ ssionals Both US &
Training Irsining Home S FOr'eign SChOOIS
Training for Mew Financial Aid
Trainingfar@an g

Professionals: ©
FSA COACH Web-based Training < ©

A comprehensive, introductory course on school requirements for administering the Federal Student aid
programs. The 36 lessons can be completed individually, allowing wou to tailor the training to wour specific

needs. C

Strongly reconunended s a@ pre-requisite for the "Fundamentals of Tite 7T training belows,

FSA COACH for Foreign Schools Web-based Training <— > D >

This edition of FEA COACH for the zoo04-2005 award yvear contains =5 lessons describing requirements for
Conferences administering FFEL loans uged by U.S. students at participating foreign schools.

TE i, e £ Fundamentals of Title IV Administration [4.5 days]

View Dates fSites
v Register Now!

Required for all CEQ/President and financial aid administrators of schools seeking or awaiting initial
certification; strongly recorimended for new or inexperienced qid professtonals who need to leqrm the basics of
Federal Student Aid, AR postsecondary schools that are news fo the Title I programs oF are quwaiiing certiication
must send one CEO/President or designee to the training for the first huwo days and one financial aid adwindstrator
(FAA ) for the entire_four and one-half davs.

A basic but comprehensive course that touches on all aspects of administering the Federal Student Aid
programs, including: laws and regulations, administrative and financial systems, application processing,
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2} FSA COACH for Foreign Schools 2004-2005 - Microsoft Internet Explorer
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Welcome to F5A COACH For Foreign Schools 2004-2005
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FSA COACH.

m for Foreign Schools
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Common Origination and
Disbursement CBT

- Eight sessions

- Simulates COD web screens and functions

- Provides practice creating/ retrieving info

- Feedback to help the learner

- Fictitious data for over 600 persons/ 20
schools

- Recommended for business officers and Pell
or Direct Loan Managers

40



22 IFAP - Information for. Financial Aid Professionals - Microsoft Internet Explorer

»» » a .
File E Google » |w/IFarwebapn in - Address B http: g o ifap. ec Gcn EBMcafee virusScan  ~ :*l’

U.S. Department of Education
I Y S A: Information for Eins A
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Professional (IFAPY Library
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SO DI SR O N M Help Certer |What's Mew | Schools Portal | Other Links | Feedback | Privacy

1:‘ TUDE H T AlD The IFAP online library contains technical publications, regulations, and policy guidance on
We Help Put Americs Through School the administration of the Federal Student Aid programs.

SEARCH

# Keyword Search: 22 A ' ' 2 Accrediting Agencies: List and Criteria for
g C0OD (computer based trainin Fecognition
0 oIS Application Pracessing Materials

Search EDExpress Basics (CET) Campus-Based Program Materials

Tools for Schools On-Line References

g2 Advanced Search ef-Audit Comman Origination & Disbursement (COD) B
g2 About this Search FISAP Web Baszed Training Default Rate Materials
FSA Assessments FFEL =pecial Allowance Rates & Variable Interest
FSA COACH (computer based training) Fates

SIR Analysis Toal
Listzerves/Mailing Lists
“ideoconferences

FWS/Community Service Resaurce Guide
MSLDS Reference Materials

Fell Grant (RFMZ) Program Materials
Frogram Review Guidance

=ARISIR Reference Materials

2 Current Publications
2 Archived Publications
22 Publications by Topic

Letters & Bulletins

e D1 Parmer Colleague Letters
FEATURES Law & Regulations

88 Campus-baszed (CB) B . o
22 Financial Partners (FP) EsgsranlfEggfgrtaelrsegulatmns (GPO Compilatian)

: E;’Ef;rﬁ'?g::h““”” (GEN] Letters 2 Higher Education Act {thru October 2002)
: T e iie e et Mimie = v vt = mtmm memk = ST RIR I :: HE'ﬂ.' Amendmentg v_‘
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FSA Headlines
FSA Calendar
Fza Conferences and
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ining for Specific Functions - Microsoft Internet Explorer
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COD Compurer-Based Training
{Downloadable PC software)

Download Now *

Belf-paced training in eight sessions that will guide vou through each area of the COD syatern. It simulates the
COD web screens and functions. Explores the basic navigation and functions of the COD website and provides
practice creating and retrieving information with feedback to help the learner. The program uses fictitious
data for over Goo persons and =o schools that offer a wide range of scenarios.

The program requires a Windows o8 or higher operating systermn with an ODEC driver for Microsoft Access
2o000. Tour screen resalution should be set to 1024 x 788 or higher.

FRecormmended for business offfcers and those who work with the Pell or Direct Loan Prograrms.

=
-

Electronic Applications Training

The Electronic Applications training is a classroom-based, instructor-led, hands-on course covering the
fallowing subjects:

FAA Access on the Web, including accessing, making corrections and verification data processing
ISIR Datamart, access, reporting, queries and best practices

Business process improvement, how yvou can take advantage of the new electronic products
Changes to EDExpress

Bowonoe

MOTE: This is not an EDExpress specific course. We strongly encourage ALL school staff with responsibility for
entering student eligibility data to attend this course. The course is intended for intermediate to advanced
users of all the Department's electronic products. Users should be familiar with the Title [V regulations
governing the awarding and disburserment of Student Aid. We encourage all students to izit our Web Based
EDEXpress Basics course to ensure they are prepared for the classroom training.

=
-

EDExpress Basics Computer-based Training
{Downloadable PC software)

Go to Web Site =

Zelf-paced training that teaches basic skills required to access and navigate the EDExpress and EDconnect
aoftware. A beginning user learns the functionality and practices using the software in a simulated

- mow = —— —



IFAP - Electronic Announcements - Microsoft Internet Explorer.
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SUMBMARY: Updated Computer-Based Training Program for COD System Weh Site

e are pleased to anmounce the availahility of the updated computer-hased training (CET) program for the Commen Origination and Disharsement (COD) System web site, WWW. Codl. e d.q0ov. The updated COD
ET program inchides enhancerments that have been made to the COD System from September 2003 through March 2004, The electronic files for the COD CBT program are attached to this annoancerment.

he COD CET program requires a Windoars 98 or higher operating system that contains an QDEC driver for Microsoft Aecess 2000 in order to nan properly. The sereen resohition should be set to 1024 x 768 or
igher for optinmm viewing, & complete description of the sywstem requirements for the COD CET program is mchided in the attached instraction suide.

he COD CBT program simmalates the COD System web screens and fanctionality available to a School Administrator. In the updated COD CET program, there are eight lessons wath text to gude wou through each area
fthe COD Systerm. ¥ou can explore basic navigation and fanetions of the COD web site and practice locating and creating information in a safe environment with tips to assist wou, The COD CBT program uses
Tetitions data for over six Inandred (8007 persons and baenty (20) schools that offer a wide range of conditions you may experience at wour instibation.

f yon have any questions ahout the OO0 CBT program, contact the COD School Relations Center at S00/348-0978 for Direct Loan or S004PGRANT for Pell Grant. ¥ou may abo email CODSupponteracs-
inc.com. Please inchide “COD CET Conuments™ in the subject line.

ttachments/Enclosures:

Instructions for Wsing the COD Web Sirmulation Training Program in Microsoft Word Format, S4B 3 Pages

[hstructions fo ulation Computer-Based Training Program in Microsoft ¥Word Format, 33KB, 2 Pages

BT in Executable Jipped Format, Size 5.340B
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¢} COD Web System Training

Welcome

to the COD system simulation training program.

This program will lead you through the process of using the COD web site to locate,
create, and update records for Pell grants and Direct loans. The simulation contains
sample data for over six hundred students and twenty schools. All data is fictitious
and created to show a wide range of student conditions and school levels.

The program is divided into lessons that walk you through performing tasks in the
COD system. Follow the lesson text which will be displayed at the top of the window.
After each lesson there is a practice section where you may test your skill in
performing these functions. The Open Format section allows you to explore the
system as a School Administrator of a full participant school.

The simulation date is March 15, 2004.

Click on the Menu button to begin. If the Menu button is not visible, exit the program
and set the Display Seftings on your computer to 1024 x 768.
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Your Feedback Appreciated

We appreciate your feedback and
comments. We can be reached at:

d Mark Gerhard
Mark.gerhard@ed.qov

1 Margaret Day
Margaret.day@ed.gov
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